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it Lew 91-6'0 srovides that the Civil Service
SESOERE for developing and maintainine,

th the Sscrdbary of Healih, ¥ducation and Velvave

and with other Federal aspencies and departments, appropriate pre-

vantion, treatment sand rehahilitarion programs end services for

aleonolism and alcohol ebusa anmong. civilian emplovees,

in coops

Shis issuance btracsmits to Zhe heads of departments and agencios

the guidelines for implementation of Public Law 91-616. Thege
tdelines were developed in consultation with the Secretarv,

HZN‘ heads of agencies and the national labor organizations. The
guidelines are purposely broad to nermit development of programs by
cach department and agency Lhat are most likely to provide effective
rehabilitation opprrtunity to emplovees with problems relatinpg to
theic use of alcohnt,

Ti1, ImD]e@gntauinq

All agencies employing Federal civilian emplovees shall dssue
implementing internal instructions within the purview of these
guidelines by December 1, 1971, I(nherent inp applying these guide-
IMnes is the understanding that thore is no one "hast! way to deal
with alcoholism or problen 1 rk ng in the employmant setting.

1

[
i

Iv.

As an euplover, the Federal governwept is not concerned with the
private decision of an emplovee to use or not to use alenholic
beverapes, - The use of alcoholic heverages is of concern to manage -
ment only when it rOsn!L‘wqjtupr ﬂ?rerrlv_orugﬁdlrect]vgzn ;fjﬂﬂéw

_rﬂiﬂ*%dﬁnrﬂ?]epwﬂ A dvinting pr

of ﬂicohol ipterferes with IH@ ef
assipned doties, t»rucf qw

o

on the awean In cuch case
W

s _when an _employee's use

&)

t Ex

with a drinxlng prmn}em is offered rehabilitative assistance and

(2) failing response which results in acceptable work performance,

lnvoklno regular disciplinary procedures for dealing with problem
>mployees,

ion of the Alcoho! Problem

Alecoholism and the misuse of alcohol are sufficiently widespread
that few of eur social 1ns~1tuL1~'u escape their effects, Alco-
holiswm is an 1iJness affecting laren nunhers of Americans and ig in

vestricted to peruons in anv particular.economic, social,
k " ! \nf

roblem drinking to

Rt

1

i
myried of other nroblems
& e
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known is Che impact of sloobod

owover, the Comptroiler Ceponis

enployoc:

IR STIa carvieo £
DT O T s S G seyrvice £.14006

ount Co

Siconolion © to b2 piscad in perspective, In its M 11 .
07 ﬂlcwﬁv,'.k ﬁuhiighed in 1967 the Averican Medical Association
33 e T anphiy complex itiness' and addressed the

1»;]1?\ of ailecohelics as follows:

"Aleoholics cre ble patients, Becsuse their illiness

is a chronic ¢is with tendency toward relanse, it

ghoul d be unytnached in much the ssme manner as are other
nic and volapziny medical conditions. The aim of treat-

m:nt is then viewsd nore s one of control than cuve,  Ab-

stinence is & primary objective, but additionsl

consiarvatio -z improved social or occupational ;

tr better guides in evaluating toe

o vreatesnt efforve. Temporary

I

adiustrencs,
SUCCESs OF

ralapse with

3

drinking, then, should not be

equated wilh any wore than should the disbetic's ;
peeasional dizcontinustion of his diet or his insulin.” :
Several definitions that further serve to place the alcohol problem :
in perspective are Lhe roliowing:
flepholism: A chronic dise35w characterized by repeated
pae I wilh hﬂs’“. kil Y HM&% fon s o4l R 2O T T 2 R g . f -
excessive Of‘ﬂu'hj Wi e iiterteres with the xndlx'duqi s
Sl
Feaith, INLo pRrscral LE TONS, O LCONORLE TUNCEL]ONLnE.
1f untreated, ai(wiclig Omes more severe and may be
dalal, 1t oy bake sev vears to reach the chronic pha;a.
Lleonniict  Aa iodividual who hes the illness alcowollum, oo
i 15 oul of copbrol and is seli-destiuctive in
: wive. Jnpo Lterm recovered alcoholic! also
e
describa peraon wio has undergone rebabjlitacion and :
vhose dlsease nas been arrested through abstinence,
Probiem Dirigler: o aapagenent, a problem drinker 45 anv
emnlovee whose use of alcohol frequently. afifechs. ik,
adversely.
VI, Program Guicelines
A, ran Suppert .
Ageney hrograms should be desipgned to bring the problem into the i
onen, ane Lo dinvers 811 epmplovees and managers of the Congressionad :
policy eciablusied ir tae now law so that the social and moral sbisms =
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mwed end the employee with a drinking problem or suffering
cor aleoholism will be encoursged to seek help. :

ratament is on» of the wost important features of anv
iroed to deal with problem drinking among emplovees. An
flicial statowent issued ov top management and understood all the
way down the suparvisory line is necessary so that all employees
know that the prosram has full ranagement support, It is a vital
step toward obtaining optimm npavation of the program,

Some apencies, in the past. have expressed a preference for operating
their programs in a quie:, woificial manner. Experience has shown
that unicss & formal policv iy written and pubticized, doubts sccur
about the sincerity of mangoement in operating the program, Manage-
menlt need not be embarrassed aboul facing up to a health problem;
indeed, there is more embarrassment inherent in "covering up" or
"dealing unofficially" with o rroblem caused by an illness., Even

if a small agency is unaware of any employees with drinking problems
a formal and public statement is necessary to define what shall be
done if, in the future, the agency encounters such a problem, Al-
coholism, as a health condition, does not: need to be hidden awny,

B. Policy Stggemqus

Policy statemeznt should include the following deaclarations:

1. That the apency recognizes 2lccholism as a trestable illnecs,

2. Jbhatfor the nicrnnenc Af pha Liddeonnmiidcobcilicm ie dofinead ac apn

iliness in which the employen's job performance is impaired ss a
Girech con :pce ol Lhne abliuse OF alcohnl .
N % "

U0 3 S i

3. That emplovees having the illness or other problems relating to
the use of alcohol will receive the same careful consideration

ind offer of assistarce that is presently extended to emnlovees
haviag anv other iliness,

4. That the apency is net concorned with the employvee's use of
alcohol except as it may atfect his job performance or Che
efficiency of the service.

5. That no employee will have his job security or promotion op-
portunities jeopardized hv his request for counseling or referral
assistance, exceot as limited by Title IT, Section 201(c)(?) of
P.L. 91-616 relating to sonuitive positions.,

[

. That the confiﬂential nature of cedical records of emplovecs
with drinking problems wiil be preserved in the same manrer

gigill orbor medicmag_s

feave will be grarted for the purpnse of treatmpens

Tl e ey

ST O T I B DT
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G ss watn Labor Lrpanizationg

The support and aclbive participsation of labor organizeticus will be

o kev element to Lhe success of an alcoholism program. Union officers

&ndd étnw&ras who represenc Lhe euployee concerning working conditiopns

poiicy wiil aluo bLe iniluential in creating emwloyes
ment's a.coholism policy. t is theicfore es-

senrial Lhat labor orgeniretions understand maragement's sincere

to assist the crproyee with his drinking problem. lHanoge-

and personnel
confidence in manag

commi tment
ment should make it clecr to unica officials that an employee will bo
extended maximum assistence coward rehabilitetion. Howewver, it st

also be understbood that wiren the employee fails to raise his job periorm-

ance to an acceptable lcvel, appropriate action will be taken.

In order to assure the cooperation and suppourt of labor organizations,
menagement should deal with union representaiives on program policy
ferpulation, and maintaio open lines oi comaminication wilh union
leaders. Union representutives, for esample, could be included in
briefiuy, sessions or ocher truining and orientation programs so that
theve will be wmutual understanding of policy, referral procedure and
other elements of the alcoholism program.

Once a policy and pian has been approved, it is important that there
be continuing coorcinaticn and assessment of program activities, T

accompiish this a l'rogram sdoimrsirator should be designeated at Lae
headguarters level to direct the program on an agencywide basis.
Additionaliv, an individual should be designated at each field installa-
tion to coordinate locel operations of the program, [ndIV‘OU“1§ STO
lected forv such GSEEUDWP shouid be silotied sufficient offic
to-effectively i agency poiicy aad program inc1uu1ng
education and in;ozmatqon e the work fores, arvanging or '

v Lral i rand intaining counsslii
(personnel, medical -or of her counseling resources), esta
with ensmunity education, treatment and rehabilitation faci
evaluating the program and rveporlting Lo management cn resal
effectiveness.

EERARICE
[ERARE PR

valoning

Headquarters and field installation program personnel should be
organizationally located s as Lo enable an overview of how the agency's
efforts : ith problern drinking arve executed by the persornel,

medical, r functions sisipned »rogram responsibMLLL1¢u.
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ki) i’if‘tﬁtf.] L0y e Ol rerovered ﬁ’:f}';“f‘,’ﬂ(\.,‘}f,{'.‘i Lo megsipe

somae recovered siecholics pevform in sn exeel lent
tedoeable in this

ax n Progren

ary aleony vompariveod and

conntie 8 s

Provyam Coord: netos, e should ba

ment methods olher Chen the one tha!

amiliar with tLraal-
. successtul for him, It is
just as essential that the indsvidusl selected be an experienced

end effective administrator, -

Lo Role of the

Exzcutive Order 9330 ra head of easeh ascency Lo desispsaie
a director of personnel to wprovide sdvice and ussiﬂ
oaw

ance to him in
sananl responsibilities,  Thig

ving out his pa2rsconnel manog

represents the agency head in rrrsonnael maLtpij, consults with him on
persoonel policy matters: and develops, implements, and reviews the
egency’s personnel orograms,

Chapter 250 of the Federal Pervrsonne? Menual cites the forepoine and
identifie

s occupdational health ard aicoholism preograms as elements
of manpower ntilization in which the msnager, with the assistencr of
1

the pevsonnel officer, should rake action in carrying out these pro-
gram responsibilities.

Accordingly, the perscnnel director and his tdreganization should be
asgigned kev program development, imnlementation, and review responsi-
bilities consistent with responsibilities in other personnel managemant
functions, v n

Fo Community Resour

An eifec

2tive alcoholism nrograr should be tied to the community ve-
sources Lhat are concerned with treatment of alcoholism, An important
first step is didentifying and cstablishing working relationships with
compunity programs and resources which deal with informationand
education, Cresiment and re

habz ligation,  Such orpeaizat: i 1
include Alcohoiics dAnonvieois eroups. Al-Anon for the fanilv nemiors
i 1

pon
T &

sons with drinking nroblews, al-A-Teew for the chi

ol

king nxnhlnns,
alcoholism infcrmation centers sronsored by 1r0an1yat10ns such as the

alcohoiics, nospitals willing ©o adait patients with dri

National Council on Aleobotlism vhvsicians interested in workine wish
alcoholics, State or local government alecoholism clinics, aad siwilar
organizations. Information on leeca' resources should be maintained
on a current basis and be read:ly available to individuals providing
counseling services to emplovees who mav have drinking problems.

In “hose ir

slances wnere a number ot arencies are represcnted in a
comuanity, i¢ is recommerded that Federal manezers coordinate their
contacts with treatmznt and edncefiunal facilitieg in order to further
tne concept of a united Federal etfort to deal with problem drinking

Approved For Release 2004/05/05 : CIA-RDP78-00052R000100080059-6
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* 3 - [ Yoot o § T T e Ay,
sl sloonoli s, Ta tivie weoare. the usse of FhBUe, TRA s .

":»‘zrr?z::«.i‘;irgms/ 06 wimtis anpreaches savyid be consideren Lnoestablisi-

nananications in clne ovosivaw,  Also, obher employevs inciudin

i
ke

e ;wvarnmuﬂt a=d poavece wbotry shouvid be invited Lo pﬁrtiui»
pale Ln community surveves, riaison ana similar activitics related to
dealing with aleoholism,

oi the Supervic

While elcoholism is not s occupabional disease, it manifests itself
in the form of peor work pecformance at the place of emvloyment, Lose
to the emnplover ta:

cae dovm of poor workmanship, errovs in jif(igmﬁrra;._
and abspnuceiam e s

Loose offere dasfiniie advantages in
sealing with proslem diicd ing alcoholism, Menagement and super-

- A

vigors recocenize the value of feeping a tvained smplovec, Recopiition
that a valued employes has an illness raises this awvarenass, Farly
iﬁun ification ang .

; of the workey with & aanKan prohlen
epend larcely unon ths el

o of nonmedical persons such as counsclors
ind supervitors in particeliar,  Unless the physician has the helip or
Lhese individuals, his dwrces of helping the alcoholic or person with
a drinkipg yroblem sr reduced,

Role of tte Sun

The supervicor has a key roie to play in making an agencv program

effective. Usually ha is the only representative of mamagemeni who
has a close enousb relationship to the emplovee Lo renlize the exiala
ence ox g proolem Chat may be caused by drinking. However, the cuper-
visor doeg not dianonose alcoholism; that is a decision for the physi-
cian,

When an emplovee coes nol appear to be in full control of his faculties
the supervisor should immediatsly inguire about his physical condition
but should be sware thsat appearance svmpioms usually related to
intox eation can &r

fo oither illneszses as well, For examnle,

oL chyroid Lmbalance, ginsonlem or mull

oL Al S TP (" o . N o N -~ L S
A Jevir s flushed face, excessive parspiration,

O SNy w0rds or g stazpet in walking can also sionidy

the prescence of discagas which may not necessarily be related o

alcoholism or drirnking nvobiems., Information on such csses shouid

he retayved to the physiecian and the empiovee should bhe referved to

the medical departwent, when appropriate, for emergency treatment and,

where indicated, 1yoeferved o the private phvsician or community he
such cases ultimately arve detarmined Lo hav:

stemmed from abuse or alooboel, rounseling services shouid be offered

¢

ab? em:loyee.

servicas., in tho ovent

in swmaery, the supsrvisors is responsible for determining what con-
stitutes salisfactory worg performance by carrying out the followins
basic Tunctions:

Approved For Release 2004/05/05 : CIA-RDP78-00052R000100080059-6
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5. To be-aleri, through continving dbsecvation, Lo changes in the
wovk and/or behavior of sssipned employees,

b. To document specific instances where an employee's work perfiormance,
BETIUIOL OF LT ONCaAn e T et Minimun standards Or Wicte
the cmployee's pattern of perfcrmance appears to be deteriorating.

e

¢. To consult with the medicel and/or counseling staff for advice
on probable causes of the empioyee problem,

d. To_conduct an interview with the employee focusing on poor work
performance and informing Che employee of avatlable counseling
serviceg in (he event poor perioripance is causec DY any personal

problem,

&, If the emplevee refuses help and performance continues to be un-
satisfactory, he is given & Liim chnice between acceﬁf?ﬁé‘ﬁﬁ@ﬁgy
assistance through counseiing or professional diagnosis of his
probiem, aml cooperalion in Troarment 1t 1nd1¢ate3l or accepting
gonsegyuepncesg Rrovided Dy socncy policy lfor unsatistactory per-
fornancce.

2. Developmert of Supervisors

To properly equip supervisors to carry out their critical role
spancias should specifically sccuaint all supevvisors, managers,
representatives of emploves oopanizations, and ultimately every emplovee
with the agency policy and program for dealing with alcoholism. To be
supportive of the alcohcelism program aend contribute to increased super-
visory effectivensss genevally, asencies should take positive action in
: developmert of supe2rvisory gskiols in idencifying dereriorarting
performance in employees and carrying out counseling responsibilities
01 Lhe basis of job performance, Additionally, agencies should orient
upervisors on the importance of firm and consistent application of
cokrmctlve procedures and disciplinary policies as they relate to the

hartment

1. Emergencies

Under the provisions of Office of Management and Budget Circular A-72
agencies may provide, as a part of the Yederal Employee Occupaticonal
Hzalth services, emergency diagnosis and first treatment of injury or
iliness that become necessary during working hours,

In addition to emergency cases, the medical ﬁﬁgﬁr;mpnt,ohnnsp il e
gapability to provide consultation to supervisors in conpection with.
their dealings with problem emplovees as well as to provide divact

Approved For Release 2064/05/05 : CIA-RDP78-00052R000100080059-6
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to enplovess,  Frsed on Che supervisor's documeniation of

work porioroanoee, atoendsace probiems, disruptive behavioy

medicel depacinent ome gpogquainted with Uhe case hie

and be srenaved te offer puidanc
cmunsui;rp to the emplovec, In order to dovelop this kivd of coopsra-
tive cifort, clear working relationships should be spelind out fov

the medical department and supervisors concerned with emplovees with
performance problems,*

Because alcoholiswm and problem dricking represent a unicue illnecs,
the medical stafl should bz provided with specialized craining for
ecognition of alecohol abuse as well ss insiriction in Counseiinﬁ
technigues approprizta fov use in dealing with the problem drinker

or the alcoliolic.

tionship

sciplinary Actions

i}e aicoholisn progras snpplements, but does not replace, existing
ocedures for dzeling with problem empioyees, |

lts premise i thel one tvpe of problem emplovee is the alcoholic

or problem drinker and thel, in the case of this particular tyne of

problem emplovee, a special siruation exists, The emplovee is a

problem because of rensated instances of uncontrollable drinking, The

drinking he dees is either an illness or a symptom of an illpess and,

as with other tynes of ilinesses, it must be the asency's policy to

Lyy bto assist him to recover his usefulness as an émp!oyae; .

e tne alconolic or problem drinker should be dealt with

little differentiy frou othar problem emplovees. The SUWQTViqmv

identifies the aspects of job nerformance that ave nol s«

consults with the medical and/or counseling staff those cases Lhmm

appear to be developing a trend, discusses aspects of below standard

perfornance with the employee and advisee him of availahility of

In practic

vounse ling asriscance 12 th: cause of poor perfnrmance stems from onv
personal probtem. if the enployee refuses to seek counseling and/or

i there is oo dwprovomeat or fusdeguate improvement in performence,
discip’inary actions should he taken, as warranted, solely on the
basis of unsatisiactorv job performance,

In relating the alconolism program to disciplinary policies and practices,

it is most important that the alcoholism program be cervied out &o &

nondisciplinary nrocedure aimed at rehabiiitation of persons who sulfor
from a disease, There nzeds to be a clear understandine thar shieldine

problem drinkers by tolerating 10or performance clearly contributes to
the progression of the euplovee's i1lress by delaving his entry ints o
rehgbilitative program. ‘iFowsver, failure on the part of the employves

* The Cosmmission recopnizes that manv small agencies lack the medicel

L3AE

,.
~
2]
~

£

IREREATES SFh 13

geel the ceryicor
unity: resource.

I Frrg o irea
T ey
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be doecir waeth throeungh disciplinary procadures.

ol

rect periovmaroe should

ividuels

supervisory docusentaZion of cmployee job performance and

! Laken te mot corraction of jeh deficiencies should be
naintained, s with all ewploves records, in a sturictly coniidential
manner, the 1ucpa15101‘;ug for developing & responsive and usaoiul

iveate

job perflormance GOCULELRCELION /6L0L YesCs with apgency ofiicials.
becords on enmlovees who have boop 1l ilo s el bR et e et

By meqiceal. nersonnel, or otnsr counseling specialists, ghouid.io

maintained in the styiciest coptid
e ) : v .
and accessibiliiy restrictions orovaidad Lol o0l LAl dtd s .

R VA=W R0 Ta M -NaX ata X cra P04 B p V- WU -F- T - WO -FHRL bR S

Records containing redicel informstion and reporis must be mairtained
according Lo requirvements prescribed in FPM chapter 293, subohapter 3-3.

11 rot include information concerning an

ttorts to rehabiiitate him excopt as
l2ading Lo disciplinary or seopgraltion
=} e b

Official Personnel Yolders sha
ploevee's alcohol problems ¢r
to spocific charges

\vency Program Administrators should compile suifiicient statistical
deta to provide the basis ior evaluating the extent of QICOBOILSW
sroblens and the eilective ! 2 counseling progream. Reports wili
v omanagement on a regular besis; a
ceport will also be sulmnitted to Lhe Civil Service Commission annually.

wes ot o

Le prepered and submivtoed Loooag

tihe Cow"wvuwup will include for each fiscal vear beginninc
P9 2 L) the avcher of employees counseled vy medicad
ists waere the counselor concluded

i

R

{21 tne number of ecaplovees

id?ﬂulfivd es hHVan hwnn neiped through the aleoholism program. In-
structions feor venovtivg i1 bhe issued annually via a CSC RBulletin,
The reports wiil be due on Adugust 15, 1972, and on the same dale each
year thereafter. Reports will be submi ted to:

Comm{ssion

oty surance

taran that sueh records are purely statisticel and do

diviousis:

sApproved For Release 2004/05/05 : CIA-RDP78-00052R000100080059-6
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{x o

cviticsi and necessaly oLop is cecognition by an indivi dqual with
: sbirg: problem chat slcohclism is 2 103LRu]P disesss, f plow
wity have made the decisaion Lo undergo & prc ibed plp¥fux £
which wiil require absence from work sh uld b@ granted s
Lhis purpose.

s of Rehabititation

)

There is no provision in D.L. 91-616 for payment of Federval emploves
rehabilitation costs. an emplovee is responsible for the costs ol
creating hiis drinking vroblen just &s he is for any ofuer health
condicion. e may tceeive some financial help, &s with other illunesc
from his Federal Pmployees Hzalth Beneiits Plan,

Al

P

Various types of rehabilitative programs require different financial
capahilities. Alccholics Anonymous, for example, solicits onty
voluntary contributicns, hence is freely available; employees wio arve

‘

veterans mav be elipgible for some assistance from the facilities ol

@3,

-

1
R

Veterans Administretion. ialigibility requirements and costs of milcohoi

rehabilitation agencies in the community should be explored by the
Program Coordinator in order to have avaiiable complete information
for counseling and emplovee referral purposes.

¥i. Elipibility for Disability Xet

This program does not jeopaidize the enployee's right to disabili
retirement ii his condition warrants. Bligibility requiraments

n
s

jY

it

filing procedurss are in FPM Supplewment 831-1. Fither tne emplovea or
ol IS ! b .

the agency may submit an application for disability retirement.

X1I. Efuwplovment Considerations

Cocbion 201 {cy(1) of sublic Law 81-616 states:

"No pevson may be denicd or deprived of Federal civilian
employvment or & lederai professional or other license

or rioht solely on the grounds of pricor alcohol sbuse

or prior alcosolisu,'

In considering applicants for Federal employment who have a histcery
of alcoholism or problem ¢rirnking, the Commission will make its
determination on the basis of whether or not the applicant is a gocd
enplovment risk. -In such cases the length of time since the lasc
sbuse of aicohol is less imoortant then Lhe steps Laken by the
cant to secure

tation and ‘inllar goiions,
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treatmanl of nis iilness through medical care, vehab:l
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Criaehmont to PPM Loy, Nog 7904 (iz) :

Towever, the foregoing dees aot sppiy to Lhe Fiwite ‘
Ly sechion 501ie)(2) of Public Law 91-010 which deais aiTive :
positicns and employment in apencies gusignated foy purposes of aationsl fg
security by the President, 2
%111, Acknowladgenments andg R
This guide was developed using infermation derived from THE FoReT STerP, e s
a publication oY the Civii  Service Commigsion whieh reported the pro- ‘ ;
ceedings of a conierence dealing with drinRing problems neld in late g
1967. The guide alsc incorperates many of the concepts embodied in e
E OKEY STEP, a Civil Service Lomadssion publication which offeved i
to Tederal managers a model progran oo combat problem drinking. : f
This VPM Letter replaces Tib REY SPEF. f‘i
Special acknowledgement is due the American Medical Association, :
the National Council on Alcoholism, and the Natic.al industrial SoE
Conference Boerd., These orgarizetions granted cu: requesis for [
permission to draw material from their publicatione in the develop- -
ment of these puidelines. TIhe specific issuances ave strongly recom- ’ B j
mended as reference sources for development of agency prograns. 3
They arve: F
1. Manual on Al {Available from the Lo
American i Association, 535 H. Dearborn Street, vl
Chicago, Lllinois 60610) Lt
2. cive Labor-lanagementl Approach to lmployee ' .
Alcoholism Progvrams {(#vailable from the Wational Council L
on Alcoholism, 2 Park Avenus, New York, New York 10016)
ks
3. Company Controls for Drinking Problems (Availaeble from :
T Lhe ional Industrisd erence hoard, 845 Third Avenue, e
New York, Wew Yori 10022) ?
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